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Report for the Month Endimg 31 December 1953 frow the
RECORDE DISPOSITION BRANCH

Medical Office

The records comtrol schedule for this office has been pre-
pared and approved. Iamctive records sre being boxed and trans-
Terred to the Records Cemter. Developed systems for meintainimg
current records are being imstalled.

~ General Ssrvices

As reported im the previous Momthly Report, the recovds con-
trol schedule prepared for this office has not beer spproved. Con-
sequently, recormended disposition sctions are still pending.

General Counsel

The records inventory for this office has been completed.
An estimated 587 linear feet of waterial has been listed.

Foreigmn Broedeast Inforsation Divigion

There were no disposition activities carried out in this
Division during the month,

Chie?, Records Disposition Branch
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Report for month emdinr 31 December 1953 from
REPORTS AND CORRESPONNTNCE MANAGTMENT

I. PROITCTS T plonmmss

1. CIA Correspondence Handbook - Distribution of the handbook for
working-level elearance by 19 Janu-ry 1954 was made by Regulations
Glontrol “taff, Cubsequently we rrovided the Office of Treining with
afditional copier to expedite review, To date we have received only
three or four inquiries on the heandbook,

of the Comptroller to follow
up their review of the proposed procram ruide, Prior to writing this
report, 2rain contscted who stated that the Deputy Compe
troller now decires to have the rulde reviewed by the Budret, Tiseal,
and Tinance Divisions, Organization an” ¥ethods Services, and the Area
Racords Officer, Unfortunately, cuch an extensive review was not con-
sidered necessary by the Deputy Comptroller during our first discus-
sion on the provrawm, Otherwise we would have initially provided move
copies of the guide, PMurther review therefore will be delayed until
additional copies can be reproduced.

3. Yriteris Gulde

&8, Frepared and submitted three staff papers stating the need for
Agency ruides to effective writing, and justifying owr croposal to
develop thenm,

b. Conducted extensive resenrch in the Congressional, Department
of Defense, and CIA Tibraries, Tive complete texts, six hlets,
and portions of forty-ome other publications were read, search
covered the best worke on effective writing, as well as literature on
copyrirht laws, survey methods, and promotional techniques.,

c. Contimue? to develop text and promotlional material, T™ive fliers
and four 1llustrations were sketehed; approximeately twenty-four sections
were completed, Tach section conctitutes a separate issuance,

d, Met with|;|af Graphics Registry and discussed the types
of filers and poslers we propose,

e, Met with]| |of the Personnel Office
and was introduced fo their correspondence management program. Observed
their Flexowriter operations and examined in detail samples of their
correspendence, Many instances of excessively flowery expressions,
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outnoded words and phrases, and exeess verbiage (particularly preposi-
tiomal phrases) wers noted, We propose to show how their style of
writing con be streamlined to reduce letter content by one-third,

4. Erogrsm Promotion

8. Sketched the 1)lustratlons and eorpleted text materlal for the
Reports Managemen? Program brochure, “An Introduction to Reports Manage-
memt,® This brochure will answer five questions:

What 18 reporie nmansgement?

Yhy 1s 1t desirsble to program reports management?
What types of reports do we propose to manasge?
How is a reports menagement program installed?

Hewr 1¢ the program contlinued?

b, Developed the follewing single page informational handbillss

"Your Reports Menagement Program--Its Aims and How Aecomplished"

tCheckliat for measuring an Areats Needs for a Reports Managow
nent Progran®

"Your Correspondence Mansgemest Programe-Its Aims and How
Accompliched®

"Cheeklist for Measuring an Areats Needs for a Correspondence
Managenent Program™

Copios of these handhills are available to Records Services Divislon
enalysts,

ce Mt with]  |of the Medical Office to discuss needs for
reports and correspondence management programs. felt that 25X1
our program prineciples could be applied advantageous their opete :
ations., He was particularly enthusiastic about sireamlining corres=
pondence, No definite plans were made to install programs pesding bhis
Purther discussion with Medical Office officials, Since this meeting,

of the Records Disposition Branch provided with a copy 25X1

of each prograr handbill ovtlined in subparagraph b. & .

Progran. 0] o Area Rec grs - Outlined plans for
an initial report from each Area Records Officer. We propose s questl
which can be cempleted readily by M"yes" or "no" or by check marks, Informae
tion will be sought on program progress, the dissemination of program
information which General Services 0ffice has releassed, snd program phases
in which there is the greatest interest or need.

II. COMPLETED PROJECTS
1, ZEvaluated Beneficial Sugg;gstion 530 which advoczted the correction
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of minor typogrephicsl errors by pen and ink, Submitted findings and
recormeniations, including s proposed (IA Yotice which would place the
suzrestion in effect,

2., Reviewed the records management program plan for lLogistics Office
as submitied by its Ares Records (fficer, Torwarded comments to Mr.

3. Contacted | | of the Iogistics 0f7ice rom
garding the procurement of Ietterex for Agemcy-wide use, TCelivery of
this stationery is expected by the middle o7 January. Meanwhile we
will develop a CIA Wotice and a2 promotionsl flier calling attention
to correspondence practices appropriste to the use of Lettorsxz,

4. Reviewed ithe draft of the proposed Handbock on Financial and
Accounting Procedures for Property. Submitted recommendations infor-
mally Lo ¥r, Carrico.

11,

Since 1t will be necessary to provide the Compirollerts Office with
additional copies of the reports manarement program ruide, we pro-
poze to reproduce a sufficient nmumber for the distribution of a copy
to cach Area Records Officer. Ve will ermphasige that coples are being
distributed for in‘ormation and discussion only., This proposal will
be Adiscussed with Tegunlations Contrel Staff,

LANT™D DPRCJEET

Chief, Re and cmaspondm?
Managerent Branch

SN

T
[

Approved For Release 2006/04/13 : CIA%RDP76-00211R000900250005-9

25X1




' Approved For Releaswmmg[ -RDP70- 00211R000900250005-9

Report of the RECORDS cmm W@H fer the momth of Degember 1553

sinw Decenber 15, ‘the Ewegutive crder regerding mmrmz
elaspification of officisl informetion bhag been in effecy;
ant the supplemental disbribubion operatien ls mow abod
. 9 be involved in mpmmmin% the charge of classificas
tion required by theb ordéry The problen pressuted here is
that of physically bandling and mlwaﬁy&m thowe dogus
monte requiring & change of classificotion. If & sipgle
stomp could be developed that would be applied to eath
document only onee, withoul deleting the former classife
ieation,; the time elewsnt In the distyibubion eperation E
 wmdd tm only moderately affested, Hovever, if move detelled
~work is to be required in the reahsaifiwh on provess,s
 problem will be raised in magzmi& to the time necessary to.
- £411 reguoeste and the atil‘ M‘Mﬁ of persemnel,

By the end of 4his mm&, g é@ﬁ the itenms ef mmmtim _
and repaiy needed to mike “budlding wore adeguate Lop T
the Center eoperation had igempleted, The bracing of . .
shelving and the palinting répaly of the mens lutrine CE
| are p@ﬂd.’mg jobe, bub wo ders have been placed with x‘fa%'“"u T
The erection of the smec units of shelving has ine
ereased the total capacd the Conher to ﬁ@ @ cubde
feets Of thie volune, 10,993 wubie feet is no % gooupled
and 75955 cuble feet de e for storage.

Personnel of the Cernter gon
of records holdlings by olfice ¢
distribubion materiale on hands
Ctyped and will gerve ap
gtorage as well as an &l
‘be dispoged ofy Also p
_service funcbions of the
- 2% 8 hand oubt for intere

___a‘t'aé. during this pericd a mma_
ve of origin and an :awwtam af
The lebter is now mg;
ned guide o wateriale in
xzcawrmg 1tveme that could
58 ;m@ﬁr outlining the
I e planved o use ‘mm ‘
! 'ﬁmwfﬂﬁ .

_ o Digtribution Unit remained
sbout the pame ag the pr & mouths The reproduction
of certain series of Information Reperte that are on ditte
sasbers was expedited byodhe mx&a&&t&m of & Ditbe machine
from the Printing and Reproduction Divieloni This Uivieion
alee fursished s Perbograyh thet permits the repveduction
of 2 pages with each expouirds The machine formerly vsed
produced only 1 page per wmwm '

" The oversll work load in

Reference regrests for %‘&ﬁﬁl"*ﬁﬁ% in shborape shovwed & narked
inerease w&a the gm:vimaa mcnrua ay 434 the number of ilbems

g 15YVED
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m fﬁ‘t m mm& i' ‘w.; 'a'.g :

The szm-e{ of PBID has progressed to the point where
the recommendations we hove made are aow beling dfscussed
with the various Staf? ard Prasch chiefs. '

A review of the Records Mennge rogran in the
m@tgﬁcs Qrftice was mﬁeﬁﬂm&awmmw
pared.

The Aree Records Officers for the Office of Tatelll.
gence Coordimation, Medical Office, Office of Commmications,
Executive Registry and Contuct Division of the Office of
Operations, visited the R«w&iﬁm ia conjunction with the
Records ﬁmgement 'rminwg e, This trip comelules
the orlentation programs Ttory which, from sl
indications, mve proven wry ‘hm otnl w the mwa of
the Agency's Vital Materials Progres.

bmma ﬁesnrsmng t}m samty fenk tmﬁ mm mm:aed
to the Ares Pecords Officers.

A peworanium vas addressed to 811 Area Records Offi-
cerg, mggestiag the placement of extrs coples of the courder
schedule &% appropriate points inm order to ssgure that persons
handling mall w11l have & imowledge of the sehedule.

Bix truck drivers were tremsferved to the T/0 of the
Mail C‘Wl Bection Trem Iongisties Office. /

gy1as010t

o0 LAY
SEASNN

COINFIDENTIAL

Approved For Release 2006/04/13 : CIA-RDP70-0021 1R000900250005-9

25X1



25X1

CONFIDENTIAL

- Approved For Release 2006/04/13 : CIA-RDP70-00211R000900250005-9

7 PORNS MANAGENENT DRARCH |

mmta inttiated prior to Kovember
 Projects initiated in Novesber
Projects intttated in Decevber
Total Projects to Date

m&cts completed $n Roveuber
Projects completed in Decewber
%m maem Sompl

- Carried over to Jamumry 1954
IX. Completed Projects:
1. An agreement was concluded with the Covermment Printing Office
‘ 40 egtablishment of standsrd operating procedures with that

office and the Logisties Offfce in grocuring snd printing ®sterile”
forms. Under the terms of this sgreesent, which provides for retention

B ~F 0N .ajm\ﬂm

Iwmﬂ¢mmemwmmmwfmmrwmmm

Azency will be sble to obtsin ete gterility
2 » equired withoot fncurring edditd charges for mew
pl&tes each time such & form i reprinted.

2. Draft copy of the proposed Correspondence Handbook, HB

was reﬁevea and detafled recommendations sulmitted $o Mr. |

aportant recoumendsticn was to urge adoptiom of a

block style lstter snd memo as opposed to the wodified blaek atyln

“advocated by the handbook.

III. Current end Continuing Projects

.'1.,Ina.§;n§mr_m wammmmwmemmw

wo!fmmw‘

: 1zl e ﬁi KR
Wh a3 sn incidental adjumet to myﬁm and a&sm is ultmmw
- proposed.

2: The first step in augamtation of the wch's steesgth was )
n%m& vith the mimat of | leffective 16 Decem-

i mfw«ft&miea% fonctional file of foras wvelntaiwsd by
g&nmum Moterialié has mot yet beem effected. Project should be

completed in Janusry 1954.

~ax£6€®§®0
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Le The prososed lotice | Porms liansgenent-Handling
251 Classifed Forus® originally scicdaled for publicalicn as a memorandum,

FMe2, Tas been approved by tic Ciief, Genersl Services Office ad was
sabmibied to the Regulaiions Conirol Steff on 29 Decemver 1953, Publi-
cation showld be scecorplished in Jamary 195k

Se Publication of the proposed memorandum to ail Area Records Officers,
Fliel "The CIA Forms . anaiement Progran® after being rewritten several

times to meet changing requiraements and being &Mﬂ_l—l 25X1
lias been delayed because of questlons raised by Addi Sonul 25X1
Justilication is in process of developnents

8o Joriimned lieison during the month was nade with DD/P, Comptaoller,
Pergoinel, secirity and Draining Avea Records DEfficers,

7. Corrected art work for a set of Vie~Uraph slides depiciing the
Agency Torms lanazement Program hes .cen coimleted, Slides will be
obiaied in Jamary from the Printing and Reproduction Plant, They will
be uged in fraining Area Tecords O7%cers and briefing other Agency
persoimel on ihe Jormg Lanagement Progran.

8¢ Tizdies of the Information Teport forms and procedures utilized by
the I, DD/P and Contect Division, 00 ireas, contimied throughout the
month with congldsrable nrogress being made towards standardization of
both field and headquarters forms anxd procedures, Coples of revised
forms are currenily in process of coordination prior %o procurenent,
It ig anticipated that the FI report form will be field tested prior
belng prescribed for general use,

9e Storage facilities for forms at ihe | | were 25X1
ngnected and stocks were reviewed to detertine which Jorms wowld
reguire dsletion by overprinting of "Restricted® and "Security Tnflzrmas-
tion" o meel e requirements of lokice | |and Exocitive 25X1
Order 10501, It wag decided t.at only fourteen forms and one pre-printed

- Information iexcrh mun-off sheet oub of over 350 classified foris would
require overprinting. Such action was arranged Jor and is srocseding
according o seielule,

15, Teclsion was made o mechanize the indexing of foriie Dy wse of the
facilities of Iaciine Records Branch., 2 new woepart, carbon inter-

- leaved form ha: Uoan desigred and is being printed fo rejlace Form

loge 30225 and 36-225, A mingle preparation of thiz ferm till crovide

tiw Losic visible conlrol card required by this office and alsc furniah
Haciine “ecords Branch the Informetion needed to punch cards and
presare tabwlationg for the index, Tublication of nuperical, azlphalete
feal 2nd functlonal indexes 2t quarierly inlervals is contermlated,

Y
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11, Revigion of the forms mumberinz oystem from one utilising
both base and seccndary nurmbers to 2 simler gystem of assigning
milors in straight numeriesk order was determined to be both
feasible and desirable, The new system was scheduled o be placed
in effect 1 Jamuary 175k.

IV, iiscellaneous Activities
1, ZInguected the Recoriu Center,

2, Ingrecued the Diles and rractices of the Area decords Ofiicer,
Fersonnel Jiilice,

Ve Surmary of Individual Actions,

1. Lo, of Deguisltions Copies
Hew 2l 93,950
Revisgions 20 ‘ 206,600
Reprints 37 {(includes & overprints) 37h,100

btals o7 875,350

2. TForms obscleted -= 1,

3, Nequcsts disapproved and available forms substituted - 2.
ke Average requisition for month - 7,750 copies.

Be ie% increase in Agency Formg -- 23.

6, ozl nurber of controlled forms in use as of 31 December 1953 = 953,

25X1
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MICROFTTH PROYECTS
DECEMBFR 1053

HIS MOETH

1. Projects Pending

i, Intive Records Group
be Record “roup Accrations

Projects in Process snd Completed
a. Fntire Records Group

1., In Process
2, Completed

Rocords Group Aceretions

-1, 1In process
2, tCompleted

Imapres ¥11med (Total)

1. “otary Camera
2e¢ Flathed Cameras

Reels {100 £%)
1. In Process

2e To be Neviewed
30 Raviewed

%The totals in the "To Date" eolumm will revert to 0 at the
end of earh fiseal year, and starting uith July 1953 vill aluays
reflact curuletive totals for the fiscal yead of the report,

vy B
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Report for month of December 1953 from :AC' FHE RECORDS BRANCH

Adminietrative:

During the month of Tecember, one employee entered on duty,

has declined.

After careful consideration, it has teen decided thet machines
located in Wing B, excluding Key Punch Section, should be placed
in Wing A. It is felt that this plan will improve machine util-
ization and accessibility.

If accepted, the suggestion that Machine Records Branch be
equipped with a paper drill should prove to be an economy
measure. ‘inder ‘he 1954 contract, there is an additional ex-
nense to the price of paner for pre-punching of file holes.
Considering the volume of paper used, the savings of not having
the paner vre-punched would in a short period of time off-set
the cost of the drill.

Because of a delay in delivery of stock requisitioned for the

¥TO overseas installation, Machine Iecords Branch has agreed to
furnish temporarily, naper, cards, and other miscellaneous supplies
to this installation,

ILeave schedules were so arranged that all requests for extended
leave during the holiday sesson weye approved without affecting
operational schedules, However, due to the additional leave granted
to government employees by the President, and advanced schedule
dates for Payroll, there was a substantial increase in overtime
worked by this Dranch.

Jperational :

Yersonnel - The initial Position Tontrol Register was furnished
the Personnel Office, This register was for the DD/I group only.
Feglsters for all agency groups will be furnished in January.
“his will continue on a guarterly schedule, and the Position
Countrol Register will be furnished in lieu of T/0's.
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“ersonrel ’‘cont'd)

After discussions with officials from the lerseunel Office, the
schedule for Applicant and Employee “ualification Registers has
been changed from a bi-monthly basis to a quarterly basis.

rareful study proved that because of the few qualification changes
processed monthly, Quarterly Registers would contain information
as nearly current as bi-monthly reglsters.

A world, country, and city code has been developed by the Personnel
Section of Machine Records Franch. This code, to be used in the
Uepsonnel Status Cards, met with the approval of the Persomel
JEfice and was put iuto effect immediately.

Vouchered Payroll fec‘ion - The entire Normal Pay file was affected
By a conversion operation so that the cards would reflect the new
10% tax reduction. It wam also necessary at this time to re-
agsign employee numbers to re-establish alphabetic sequence of

the Vouchered Payroll Employee Roster File. The file was not in
true alphabetic sequence because of the name changes during the
past two years.

peginning 6 December 1953, Hachine Records Branch was advised by
Fiscal Division to prepare only one cony of the 7/A Report. A
large quantity of the two part T/A forms was on hand, and it was
supgested by this PBranch that the second copy of the form be
saved for future use, It was also suggested that this salvage
oroject, removing staples, carbon, and separating, be done by
employees in the “ersonnel Pocl. This salvaged second copy will
provide the Agency with an additional eighteen months supply of
/8 heport forms resulting in a savings of approximately $600.00.

Logistics - e chanyes and recommendations affecting the financial
accounting procedures, submitted by 4achine Records to Acting
Comptroller met with the asproval of the Logistics Office.

Listings of basic computa ions of aversge prices for all scquisitions
- for the period from ay 1953 to December 1953 was completed, This

listing is being used to establish new fixed average prices for

all stock records.

Special stock on hand information, in the form of Mark Sensing
pnch cards, is being furnished Lozistics Office to enable them
to conduct a physical inve tory of supplies.

Unvouchered Payroll - The early date of the last pay period for
1953 (¢ Dec. 5%555 made it possible for the Unvouchered Payroll
Scction to convert their 'ormal Pay cards to reflect the 10% tax °
reduction, complete the Employee Yearly Earnings Report, prepare
.\ W-2's, and other rgegrbapd'grépd&@ ‘Before 1 January 195L.
| AR
\ ~ invouchered Accounting - "wo new monthly reports were added to the
‘ schedule of reports being furnished the Accounting Section, UV Funds.
'; -2 - |
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